SAS® EVAAS®

QUICK-START GUIDE FOR NC SCHOOL ADMINS

Roster Verification
Roster verification is the process of linking teachers to their students so that value-added analyses can be
performed. As a School Admin, you can always view all rosters at your school. Your edit capabilities will be
different during different phases of the roster verification process.

Gsas

Phase

Dates*

School Admin’s Edit Capabilities

1. School Admin Preview week

April 15-April 21 .

Add and remove teachers’ access to Roster Verification
Add and remove rosters for teachers

For instructions see What to do during the School Admin Preview on
page 2.

2. Teacher Verification

April 22-May 17 .

3. School Admin Verification

May 18-May 31 "

page 3.

= Edit a roster

= Verify rosters that you have reviewed
= Submit all rosters to the District Admin
For instructions see What to do after the School Admin Preview on

Review and edit rosters for a teacher who is unavailable
Review rosters that teachers have submitted
= Investigate overclaimed and underclaimed students

4. District Admin Verification

June 1-June 28

You cannot edit rosters during this phase unless the District Admin
returns your school’s rosters. For more information see What to do if a
District Admin returns your school’s rosters on page 4.

*The following LEAs are using the modified dates listed on page 5: Alleghany, Caldwell, Catawba, Elkin, Hickory, Millennium
Charter School, Mt. Airy, Newton-Conover, Stokes, Surry, Wilkes, and Yadkin.

The basic steps in roster verification are shown in the diagram below. A more detailed diagram appears on

page 6.
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Roster Verification

How to access EVAAS Roster Verification
1. Log on to EVAAS.

2. From the Reports menu, select School Roster Verification Summary.

What to do during the School Admin Preview week

Quick-Start Guide for NC School Admins

The School Admin Preview week is a time for School Admins to prepare (1) the list of teachers participating
in roster verification and (2) rosters associated with those teachers. Teachers do not have access to EVAAS

Roster Verification during the School Admin Preview.

The list of Overclaimed Students is likely to be large. The best time to work on resolving these issues is after
all teachers have submitted their rosters, or after the teacher submission deadline.

Reports

School Roster Verification Summary

& Print ? Help

Feb 17, 2014

#) Teachers: Quick Start Guide | Recorded Demo
* nulls: Quick Start Guide | Recorded Demo

Review: and verify tsachsr's rosters. Submit your school's rosters al at once atter you verity them. If you need help, rafer to the quick start guidss, recortied demas, and onlin help

During the School Admin Preview,
everything you can do is accessible
from the Teacher List.

Click Manage List to open the
Teacher List.

Ready for Review
Click aleacher's name 10 view thal teacher's rosters
Teachers Manage List
Teacher-NF.J
' Overclaimed Students (420)
} uddert-Jv igw Details 1=l
Verified
To edit @ verified roster, click the teachers name and select £dit Roster udert-+B Yigwe Detalls
udent-Cvin | vigw Details |
+ Teacher-RHs Ldert-DRt Vigw Details
| Studert-DvB | iewe Details |
Not Ready for Review | Studert-DvY igw Details
To st ot H S ho| A it | Ad Contact Ut Sign Out
Sepoor QKEVAAS jome | Search | Account | Admin | ContactUs | Sign Ouf
Teach:
4 Reports & Prin 2 Help |
» Teach
¥ Teach: Teacher List
» Teach 2012
) Tezch
» Tesch Teachers: Quick Start Guide | Recorded Demo
? Campus Administrators: Ouick Start Guide | Recorded Demo
District Administrators: Ouick Start Guide | Recorded Demo
} Teach
» Teach
Toadd and remove teachers, use the buttons on the taolbar. To add and remave rosters associated with a teacher, click the teacher's name and then choose Manage Teacher's Rosters.
» Teach
b Tezchd |

Which teachers do | need to add?

You probably need to add:
B Exceptional Children's teachers
B AIG teachers

You might need to add:

B Teachers of special programs or
targeted intervention classes.
m  Reading and math

specialists/coaches

If you are not sure whether to add long-
term substitutes, contact your District
Testing Coordinator.

Do not add ESL or virtual teachers.
Only add teachers who serve students in
face-to-face environments.

Add Teacher  Remove Teacher

Status: Submitted to School
Rosters
World Geography, Soring

Chemistry. Soring

To add and remove teachers,
use the buttons on the toolbar.
The Help contains step-by-step
instructions.

\orid History, Sering

Home | Search | Accourt | Admin | ContactUs | Sigh Out

2 Print 2 Help

0! Roster Verification Summary Mar 4, 2014

cl TEACHER--1

? Campus Administraters: Quick Start Guide | Recorded Demo
District Administrators: Quick Start Guide | Recorded Demo

Teachers: Quick Start Guide | Recorded Demo ‘

have been submitted for your review. Ifyou add, remave, or edit a roster, you must send all the teacher's rosters
backto the teacher for reverification.

Add Roster | Remove Rost

Your Most Recent Action

Rosters

World Geaarapty, Soring
Chemistry, Spring

To add and remove rosters
for a teacher, click the
teacher’s name to expand the
row and select Manage
Teacher’s Rosters. The
teacher’s Roster Verification
Summary opens.

To add and remove rosters,
use the buttons on the toolbar.
The Help contains step-by-step
instructions.

Viewed on 0321/2013 at03:53:03 AM EDT
Viewed on 0321/2013 at 03:54.26 AM EDT

Warld History, Spring
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What to do after the School Admin Preview
During the Teacher Verification and School Admin Verification phases, School Admins have more edit

capabilities.

Quick-Start Guide for NC School Admins

Reports

School Roster Verification Summary

Feh 17,2014

Teachers: Quick Start Guide | Recorded Demo
Campus Administrators: Ouick Start Guide | Recorded Demo
District Administrators Ouick Start Guide | Recorded Demo

Feeview and verify teacher's rosters. Submit your school's rosters all at once after you verify them. If you need help, refer to the quick start guides, recorded demos, and onling help.

Access teachers’
rosters from the
lists on the left side
of the window. You
can verify rosters in
the Ready for
Review list.

Ready for Review
Click & teacher's name o view that teacher's rosters

» Teacher-HF.J

Verified
To sdit & verified roster, click the teachers name and sslect £dit Roster

b Tescher-RHs

Not Ready for Review
To edit a teachers rosters befare the teacher submission deadiine, click the teachers name and select Move Up fo
Sehool,

» Teacher-HIG

» Teacher-Kjy

» Teacher-Krd

b Teacher-LFK

» Teacher Ljy

» Tezcher-Lka

» Teacher-Lzn

» Teacher-MOM

» TescherMiP

b Teacher-NFK

» Teacher-HFd

» Tescher-HdP

Teacher List
38 Teachers

Overclaimed Students (420)
Student-Jv
Student-HB
Student-Cyn
Studert-DRt
Student-DVE
Student-Dvy
Student-HoR
Student-Hux
Student-HbD
Student-Hdn
Student-ihy
Stuudent-HahC
Student-LFX
Student-LNK
Student-LnD
Student-Lzg
Student-MJy
Student-NPy
Studert-FEE
Student-PCT

Underclaimed Students (1)
Studert-HeryJ

& Print 2 Help

Click Manage List to open
the Teacher List, where
you can continue to
manage the list of teachers
with access to Roster
Verification. You manage
rosters for teachers who
are in the Ready for
Review list.

Vienw Detal
Wiew Details
Wiew Details
vieww Details
Wiew Details

Work with teachers to
resolve instances of
overclaimed students.

Wiew Details
Wiew Details
Wiew Details
Wiew Details
Wigw Details
Wigw Details
Wiew Details
Wiew Details
Wiew Details
Wiew Details
Wignw Details

Wigw Details
Wiew Details
Wienw Details
Wiew Details

iz Detail

In some situations, under-
claiming is appropriate.
Work with teachers to
ensure claiming is
accurate.

Review and edit rosters for a teacher who is unavailable
If a teacher is not available during the roster verification process, you can move that teacher's rosters from
the Not Ready for Review list to the Ready for Review list. This transfers edit capability for the teacher's

rosters from the

teacher to yourself.

In the Not Ready for Review list, click the teacher’s name to expand the row. Click Move Up to School. See
page 4 for information about editing a roster.

Review rosters

that teachers have submitted

In the Ready for Review list, click a teacher’s name to expand the row. Click a roster name to open that
roster. Review the roster for accuracy. If you see issues you have two options:

= Edit the roster yourself. See page 4 for information about editing a roster. If you make any changes to a
roster that a teacher submitted, you must return that teacher's rosters to the teacher for reverification.

= Click Send Back To Teacher. You will be prompted to enter a description of the issues. EVAAS will
include this description in an email to the teacher. When the teacher logs in, he or she can edit the

rosters and r

esubmit them to you.

Investigate overclaimed and underclaimed students
Although you can monitor overclaimed and underclaimed students throughout the Roster Verification
process, the best time to work on resolving these issues is after all teachers have submitted their rosters, or
after the teacher submission deadline. Click View Details in either list to view the teachers associated with

these students.

= Qverclaimed students are claimed for more than 100% of the semester or year in a subject and grade.
= Underclaimed students are claimed for less than 100% of the semester or year in a subject and grade.
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Edit a roster
You can edit rosters that appear in the Ready for Review list on the School Roster Verification Summary. To
open the roster you want to edit, click the teacher’s name to expand the row and then click the roster.

If you make any changes to a roster that a teacher submitted, you must return that teacher’s rosters to the
teacher for reverification. If you moved the teacher’s rosters up to the school (as described on page 2) or if
the teacher did not submit rosters before the teacher submission deadline, you do not have to return that
teacher’s rosters to the teacher.

Ready for Review
Click ateacher's name to view that teacher's rosters.

= Teacher-NF.J

Status: Resubmitted to School
Rosters Your Most Recent Action
Wiewved on 0202072013 st 06:25:43 PM EST

L Return Teacher's Rosters L& Verify Teacher's Rosters

& Print 2 Help

When editing a roster you can:

et A pp—— " Addand remove students
8th .
= Restore students you removed by mistake
e o e o o e e s e b St = Edit percentages of instructional responsibility
Refer to the online help for instructions.
Save your changes often. If a network problem
Instructional Responsibility ] . R . K i
Student T ) LG 5 mn ()| 5 disrupts your connection, or if you are inactive for

Studdert-ly 100 % 100 % 100.0%

more than 30 minutes, you could lose your work.

Studlert-CGx 100 % 100% 100.0%

Stutlert-hrk 100 % 100 % 100.0%

Stutlent-sty 100 % 100 % 100.0%

1
2
3
4 Studert-phF 100 % 100 % 100.0% £
5
§

Student-ste 100 % 100% 100.0%

Verify rosters that you have reviewed

If you are not already there, use the Reports menu to navigate to the School Roster Verification Summary. In
the Ready for Review list, click the name of the teacher to expand the row. Click Verify Teacher's Rosters.
The teacher appears in the Verified list.

Submit all rosters to the District Admin

After you have verified all teachers’ rosters, the Submit All Rosters link on the School Roster Verification
Summary becomes available. After you submit rosters, you can view them, but you cannot edit them unless
a District Admin sends them back to you.

What to do if a District Admin returns your school’s rosters

If a District Admin has issues with any of your school’s rosters, he or she can enter a comment about the
issues and send all of your school’s rosters back to you. If this happens, you will receive an email notification
that includes the District Admin’s comment. When you log in, the affected teachers will be denoted with a

flag icon g You can edit your school’s rosters as described above, but you cannot send rosters back to
teachers. When you have verified all the rosters that concerned the District Admin, you can resubmit your
school’s rosters.
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How to find additional support and documentation
This quick-start guide summarizes how to work with EVAAS Roster Verification. When you are logged into
EVAAS Roster Verification, you can access these additional resources:

= The yellow box on your Roster Verification Summary links to support materials.
= The Help, accessible throughout the application, provides context-sensitive documentation.

& Print  ? Help

School Roster Verification Summary Febh 21, 2014

ﬁ Links to support materials and online Help

In addition, the EVAAS Login page (shown below) has a schedule of live WebEx demos.
¢EVAAS Contact Us

EVAAS Login Training and Development

Username: ||

Passwiord (
l—‘ EVAAS Updates Customer Success Stories

Please note, passwords are case sensitivel

,, Teachers: Guick Start Guide | Recorded Demo
£ Campus Administrators: Ouick Start Guide | Recorded Demo
District Administrators OQuick Start Guide | Recorded Demo

* Irpraving Educational Outcornes with Analytics: Register to view this highly informative webcast!

s Enhancements for EvAAS fpan = Share your story with us!
¢ Enhancements YWalkthrough - WebEx rrequires
Eorot usernare or gassword? audin)

Admin Bulletin: How to keep SAS EVALS
accounts up to date (pen

Check out the SAS Education Blog

.

Meed an account?

L

Important: You are responsible for maintaining
the confidentiality of the information provided in
the SAS EVAAS reports. Please close your
browser window when you are through with your
session to prevent unauthorized access to the
reparts.

@ EVAAS

gsas

Modified Dates

The following LEAs dates in the table below, instead of the dates shown on page 1: Alleghany, Caldwell,
Catawba, Elkin, Hickory, Millennium Charter School, Mt. Airy, Newton-Conover, Stokes, Surry, Wilkes, and
Yadkin.

Phase Dates

1. School Admin Preview April 15-April 21
2. Teacher Verification April 22-May 3
3. School Admin Verification May 4-May 17
4. District Admin Verification May 18-June 28
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Detailed Diagram of the Roster Verification Process

Quick-Start Guide for NC School Admins

SAS® EVAAS® Roster Verification

Optional School Admin
Preview

Teacher

EVAAS

School Administrator

EVAAS

District Administrator

School Admin can

* Add teachers who do
not already have
access to Roster
Verification at the
school

* Remove teachers
who should not have
access to Roster
Verification at the
school

Give teachers write
access. Set status of all

rosters to Teacher is
Verifying.

£

MNotify teachers,

¥

« Add and remaove
rosters for a teacher

4

Verify rosters and

laim instructional
respansibility.

School Admins, and
District Admins that
roster verification
is available,

¥,

| |

Is teacher

available?

No

Motify teacher. Include [
School Admin's
comment.

s

If a School Admin has
not submitted rosters
by the School Admin
submission deadline,
EVAAS sets roster
status to Submitted to
District.

If the District Admin
has not submitted all
schools by the District
Admin submission
deadline, EVAAS sets
roster status to Roster
Verification is
Complete

Give no users write
access. Set roster
status to Teacher

Verified by School.

Set roster status to
Submitted to
District.

send confirmation
to School Admin and
notify District Admin.

Set status of flagged
rosters to
Resubmitted
to District. Status of
non-flagged rosters
remains Submitted
to District,

Submit. Move teacher's
¥ rosters to school.
Give Schoal Admin
write access. Set Review teacher's
roster status to I
rasters and speci
Submitted to Schoel. Bl mstmmo,—?ﬂ W
respansibility.
Give School Admin ¥
write access, Set =
roster status to
Submitted to School. Verify
» teacher’'s
rosters,
Send confirmation
to teacher and
notify school.
Give School Admin write Submit all
access. Set roster status
rosters
- 1o Resubmitted to for
Edit and School. No__| Edit rosters el
—» resubmit yourself? °
rostars _|_|, @
Send confirmation Yes
- to teacher and
Na Resubmit notify School Admin. Edit
rosters. 'y inaccurate
Y rosters.
Yes Give teacher write 1
access. Set roster
status to Send edited
Agree with Returned to Teacher. | rostersto
School Admin? teacher
£y [

Work with teachers
to resolve District

Admin’s concerns.
Resubmit rosters.

If a teacher has not submitted
rosters by the teacher submission
deadline, EVAAS sets roster status

to Submitted to School.

¥

£9

Send confirmation
to School Admin and
notify District Admin.

Give School Admin
write access to
flagged rosters, Set
status of flagged
rosters to d

for a school
accurate?

Ne

Enter comments
for inaccurate
rosters. 5end
rosters back to
School Admin.

to School.

=

Motify School Admin

and state. Include distrigr

admin’s comment.

[ —

Set status of rosters

to School Verified by
District.

Verify school.

=

Motify School Admin
and State.

Set status of rosters
to Roster Verification
is Complete.

¥

Submit all
schools in
district,

£

Motify State.
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